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OBJECTIVE
To attain a suitable position in your esteemed organization where I can stimulate and harmonize my skills towards rapid growth of your esteemed organization.

PERSONAL ATTRIBUTES
· Excellent communication and interpersonal skills.   
· Ability to function and adapt in a multicultural working environment.   
· Highly organized, with close attention to details and have demonstrated motivational and leadership skills.   
· Eagerly accepts new challenges and a team player who consistently display a positive attitude and professional work ethics. 
· Strict discipline in maintaining confidentiality of information  
· Ability to handle multiple tasks in a high pressure environment



WORK PROFILE
AL JABER ENGINEERING                                     
Dec 06 2014 to Date 
Al Jaber Engineering (JE) is a leading general contractor based in the State of Qatar. Established in 1995 as part of Al Jaber Group - a major conglomerate with over 30 companies- JE has successfully completed numerous large-scale turnkey projects for many prestigious clients in different sectors including.
HR Assistant
· Schedules examinations by coordinating appointments.
· Keeping custody of personal files and other relevant documents of the employees 
· Maintains database by entering data 
· Issuing all the HR related letters (Job offer letter, employment letter, salary certificate and experience letter)
· Provides payroll information by collecting time and attendance records.
· Maintains employee information by entering and updating employment and status-change data.
· Perform general office support such as answering telephone, greeting visitors, distributing mail, preparing correspondence, scheduling and compiling information, etc.
· Performs other related work as assigned. 
BAHRIA TOWN Private Limited Pakistan             May 2013 to July 2014
HR Assistant
· Maintain new hire communications and correspondence
· Screening suitable CVs, Sending official Interview Calls, conducting telephonic and personal Interviews
· Inform job applicants of their acceptance or rejection for employment

· Announcing the new vacancies in the newspapers
· Keeping custody of personal files and other relevant documents of the employees 

· Issuing all the HR related letters (Job offer letter, employment letter, salary certificate and experience letter)
· Assist employees with the completion of employment and human resources forms
· Follow up with departmental heads and managers for annual increment process, issuing appraisal & appreciation letters
· Maintains quality service by following organization standards.
· Welcomes new employees to the organization by conducting orientation
· Coordinating with payroll for salary preparation
· Perform general office support such as answering telephone, greeting visitors, distributing mail, preparing correspondence, scheduling and canceling meetings and appointments, compiling information, etc.

· Provide a monthly report to the management
· Performs other related work as assigned
Group 4 Securicor – UAE          March 2009 to March 2012 

Appointed by Group 4 Securicor, an ISO certified company with over 10,000         employees. Group 4 Securicor is a part of Group 4 Securicor Plc, a multinational   Security Company with offices in over 125 countries. 
Recruitment/ERP Coordinator 
· Creating the personal record of all new employees and issuing ERP numbers on ERP system
· Scanning and uploading of all documents (Passport, labor card/contract, Emirates ID, health insurance card, education certificates and other related documents) of the employees on ERP 
· Arranging the necessary documents of all new visa applications and submission to government relations office

· Coordinate with the agencies after the new visa issuance and advise for the necessary action regarding departure and immigration clearance
· Maintain classified and updated personal files for the new employees 
· Opens personal files for newly recruited employees, files all correspondence and documents and maintains required personnel data
· Arranging airport pickup and accommodation of new joiners
· Arranging the paperwork for medical tests, medical insurance cards and Emirates IDs of all new joiners
· Coordinate with the training center for the basic training, NSI, PSBD and DPS of all new joiners
· Maintain accurate tracking system of distributing the labor cards , medical insurance cards, passports and personal files for the new joiners to their respective Branches
· Responsible over establishing and maintaining effective communication, coordination and working relations with company personnel and with management
· Maintain and update the recruitment tracker of all new joiners

· Provide a monthly report of all new joiners to the management

Khushhali Bank Limited Pakistan
       Feb 2008 to Jan 2009.
Data Entry officer  
· Maintain and updated personnel files for the clients
· prepare, compile and sort documents for data entry
· Maintains database by entering data
·    Filing and distribution of correspondence and other documents
· Obtain further information for incomplete documents

·    Monitor the incoming & outgoing flow of the documents
·    Maintaining a systematic computer and a general document  filing system

·    Keeping custody of general files, confidential documents and other relevant documents of the bank
·    Provide a monthly report to the management
· Protects organization's value by keeping information confidential.

·    Perform other duties as required

Education
· B.A. Hazara University Mansehra - 2010
· F.Sc (Science) Government Degree College Oghi – 2006
Other Qualification
· One year diploma in Human Resources - 2014
· One year diploma in Information Technology (DIT) 2012
Computer skills
· MS Outlook, MS Excel, PowerPoint and ERP 
· Operating System (MS Windows 98, 2000, XP, Vista, Windows 7)
· Internet
Language known
English – Fluent in reading, writing and speaking

Urdu – Fluent in reading, writing and speaking

Arabic – Fluent in reading

Pashto & Punjabi – Fluent in reading and speaking
Personal Details
Marital Status
:
Single
Data of Birth
: 
14/02/1988
Gender

:
Male
Nationality

:
Pakistani
Visa Status

:
Currently working in Al Jaber Engineering Qatar 
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